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33  M 


L  !  E  R 


fi'.'-'l  : 


UNITED  STATES  DSPARTTISNT  OF  AGRICULTURE 
Director  of  Information 
Tashinrton 


Fl  B  1  31946  # 


u.  s 


DEPA/T 


-'•'UULTURE 


February  7,  194  £ 
OFFICE  OF  INFORMATION  MEMORANDUM  No.  80  — 


Clearancej  Submittal,  and  Editorial  Preparation  and  Review  of  Manuscript s 

During  the  past  y^ar,  an  advisory  committee  on  improvement  of  publications, 
consisting  of  Bureau  and  Office  of  Information  representatives,  was  named  to  study 
the  Department  publications  program  and  make  recommendations  for  its  improvement. 
The  Committee  has  submitted  a  report  on  one  phase  of  this  program,  namely,  the 
expediting  of  manuscripts  through  clearance  and  editorial  processes.    After  a 
oanvass  of  the  various  buroau  information  heads  concerning  the  merits  of  the 
Committee's  recommendations  there  is  decisive  agreement  that  the  following  changes 
in  procedure  be  made: 

1.  Inter-Bureau  Clearance.    The  primary  responsibility  for  having  manuscripts 
officially  reviewed  and  formally  approved  by  other  agencies  concerned  will  rest 

it  it  fa  the  originating  bureau. 

To  minimize  the  time  required  for  such  clearance,  it  is  stronrly  recommended 
that  the  editorial  office  of  the  originating  bureau  make  reasonably  final  copies  of 
the  manuscript  available  to  other  agencies  concerned  at  the  earliest  possible 
moment  so  that  inter-bureau  clearance  can  proceed  simultaneously  with  the  bureau 
editing. 

In  order  to  achieve  specific  clearance  responsibility  each  bureau  chief  should 
name  an  official  and  one  alternate  who  will  have  authority  to  certify  bureau 
approval  or  upon  request  can  obtain  bureau  approval  of  manuscripts  reviewed  in  his 
bureau.    .%  list  of  such  clearance  officials  will  be  kept  up  to  date  by  the  Office 
of  Information  and  furnished  to  each  bureau  information  office. 

The  comments  or  criticisms  of  other  bureau  should  relate  primarily  to  policy 
or  subject-matter  aspects. 

For  convenience  in  obtaining  inter-bureau  clearance,  Form  AD-159  will  be 
provided,  a  copy  of  which  is  attached.    The  comments  of  reviewing  bureaus  should 
accompany  manuscripts  to  the  Office  of  Information  for  use  in  the  editorial  review. 

If  for  any  reason,  the  clearance    record  as  shown  on  ^orm  »d-59  (Revised^, 
appears  to  be  incomplete,  and  agenci.s  other  than  those  mentioned  should  review 
a  manuscript,  the  Office  of  Information  will,  of  course,  take  whatever  action 
seems  necessary.    U  carbon  copy  of  each  manuscript  should  be  supplied  for  this 
purpose . 

2.  Editorial  Review  of  I.ianuscrint s  in  the  Office  of  Information.    The  matter 
of  the  character  and  extent  of  editorial  changes  in  manuscripts  in  the  Office  of 
Information,  as  considered  by  the  advisory  Committee,  will  be  worked  out  so  far 

as  possible  with  each  agency  according  to  its  need  for  the  general  and  technical 
editorial  services  the  Office  of  Information  can  provide. 


1  /  Certain  parts  of  this  memorandum  are  at  variance  with  the  outstanding  » 

Secretary's  Regulations.  Revision  of  the  regulations  to  harmonize  with  the 
new  procedure  will  be  undertaken  later. 


3.     Revision  of  .J3-59.    This  revision  has  been  so  prepared  that  the  new 
Form  .J5-59  will  repl". cu  the  old  Department  Forms  59,  59a,  and  59b.     »  copy 
of  revised  Form  .JD-59  is  also  attached  to  this  memorandum.    The  Form  -3D-68 
used  in  supplying  information  required  by  the  Superintendent  of  Documents  will 
be  filled  out  by  the  Office  of  Information  and  not  by  the  bureaus. 

This  revised  procudure  for  handling  manuscripts  will  be  effective  as  of 
Inarch  15,  1946  when  copies  of  Form  ,»D-59  (Revised)  will  be  available. 


Director  of  Information. 


Form  AD-159 
(3-15-46) 

UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
T7ashingt  on 

Manuscript  Clearance 

To:   . 

(Date) 

Bureau :  

From :  

Bureau :  

A  manuscript  entitled  

 by  is  being  prepared  for 

publication  by  this  Bureau.    The  table  of  contents  is  given  below.     If  your 
Bureau  does  not  desire  to  review  the  manuscript  please  return  this  form  signed 
with  Statement  No.  1  below  checked: 

If  your  Bureau  desires  to  examine  this  materials  please  so  indicate  by  telephone 
If  cony  is  sent  please  return  it  with  this  form  as  promptly  as  possible.  Com- 
ments, suggestions,  or  criticisms  will  be  appreciated.     Indicate  your  Bureau's 
viewpoint  by  checking  statements  2  or  3. 

This  Bureau  does  not  desire  to  examine  t^is  manuscript. 

This  Bureau  has  no  comments,  suggestions,  or  criticisms  to 
offer  on  this  manuscript. 

The  attached  co  ments  are  offered  for  consideration.  7e  do/ 
do  not  desire  to  review  the  manuscript  when  it  israady  to  be 
submitted  to  the  Office  of  Information. 


J  l- 
2. 


□ 


3. 


Table  of  Contents: 


Signature 


Form  .J)-59  (revised  3-15-4  6) 

UNITED  ST  .TE3  DEPARTMENT  CE  r.RICULTJRE 
7".  shinrton 

Hi'»NUSCRIFT  TR.NS?TT?;L   »ND  RECEIPT 


Date 

To  Director  of  Information: 

The  attached  manuscript  based  upon  authorized  work  of  t'  is  Bureau  is 
recommended  for  publication. 

1.  Title: 

2.  author: 

3.  Series:  .    This  publication  supersedes 

4.  Meed  for  and  timoiir.ess  of  this  publication: 


5.  The  illustrations  relate  entirely  to  the  transaction  of  public  business. 

6.  The  statistics  and  computations  have/have  not  been  finally  verified; 
the  citations  to  literature  have/hove  not  been  checked  with  the  originals;  a 
typographical  layout  has/has  not  been  planned. 

7.  Brief  description  of  contents: 


8.     (a)    The  manuscript  has  been  reviewed  in  the  FCLLC'7I?T0  BUREAUS?  iND 
THEIR  CGiv^ENTS  IF  -JJT?  .»RE  .»TT.*CH3D 

(b)    The  following  bureaus  were  also  notified  but  did  not  do  sire  to  sec 
the  manuscripts: 

It  is  recommended  ^h-t  the  type  be/be  not  plated. 

It  is  recommended  th-,t  copies  be  orinted  for  departircntal  use 

 copies  stocked  for  sale  by  the  Superintendent  of  Docuements. 


Buroo.u 


Items  enclosed: 

Manuscript  page  s 

Number  of  illus:    photographs  :  drawings  :  other 

Request  for  printing  end  binding  (  »D-7c) 
Order  for  printing  and  distribution  (Inf.  Ie5) 

Re  ce  i  ve  d  

Office  of  Infbnnati on 

Date 


(Submit  in  duplicate;  use  ether  side  for  additional  comments) 


